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1 Overview

1.1 Introduction

The Federal TRIO Programs, within the Office of Postsecondary Education (OPE) at the United
States Department of Education (ED), has designed the Student Support Services Online Web
Tool so that grantees can prepare and submit the Annual Performance Report (APR) data.

1.2 Accessing the Site

The APR site is available at the following URL: https://trio.ed.gov/sss

An Internet browser is required to access, complete and submit the SSS APR. Netscape and
Internet Explorer (IE) are acceptable (and common) browsers that may be used to access the
SSS APR Web site.

The Home page (“Index” page) for the SSS APR Web site is shown below.

e —
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1.3 Features of the Site

There are several features of the site. They are summarized below.
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1.3.1 Standard Objectives Report

The information in this report was retrieved from the approved “Student Support Services
Program Profile” of the application package as provided by the project; Grantees will be able
to view the report when this tab is clicked.

1.3.2 Individual Participant Data (Section Il of the APR)

The record structure for the participant list (Section II) contains 36 fields. The participant data
file must include all 36 fields in the same order as listed in Section II.

You must submit the participant list in either Excel or CSV format. Column names in the file
must match the "Database Column Names" provided in a downloadable document, accessible
through the Section II - Individual Record Structure hyperlink on the main Section II page of

the APR. The names and order of the columns must match the record structure outlined in the
Individual Record Structure document. The system will identify and inform you of any errors
in your record structure.

The Web application provides four options for starting the data submission process for Section
II:

e Download an Excel file of the 2011-12 SSS APR data; update the file and then upload
directly to the Web form.

e Upload an Excel/CSV file directly to the Web form. Please make sure that the file
uploaded accurately reflects the correct new field order and field names are spelled
correctly.

e Transfer certain data fields from the Tier 1A data file and update and add records online.

e Enter participant data directly into the Web form.

If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly into the Web form or entering student data
directly into the Web form.

For security purposes, the participants’ social security numbers (SSNs) have been removed
from the Excel files with last year’s submitted data, which are available to download from the
site. You must enter each participant’s social security number before uploading the updated
file.

After successfully uploading, transferring, or entering participant data, the Table View screen
displays. It is sorted by Data Validation Error. You may click on the other column headings to
sort in a different order. The only column by which you may not sort is First Name.
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1.3.3 Participant List and Data Error Report (Section Il of the APR)

Once the file is uploaded or the data are entered online, a participant report will be generated
that lists all of the participants on your data file. To view this report, you must be in Section I,
which is the window that displays the Table View. For each participant record with errors, the
report will display the specific data field(s) that require corrections.

1.3.4 Review and Submit Process

The APR submission process includes a two-tiered system for evaluating the quality of the
participant data.

The first tier data checks include the following:

e Cohort Comparison Report. The purpose of this report is to ensure that no additional
students who were not part of the 2011-12 APR cohorts are added to the 2012-13 APR
cohorts as doing so may impact your prior experience points. This report compares the
number of students in your 2012-13 APR data file submission to that of the 2011-12
APR data by the Cohort year.

In addition, the Cohort Comparison Report provides information on:

(1) the number of students for whom you provided project services in 2012-13 that fall
outside the cohorts,

(2) new participants served in 2012-13, and

(3) new summer participants served in 2012-13.

e Funded Rate and Eligibility Report. Provides information on the: (a) number and
percent of participants funded to serve and served and (b) number and percent of
participants served who were low-income and first-generation, students with disabilities
(including disabled students who were also low income), and if applicable, (¢) number
and percent of all disabled students who were also low-income. If your funded rate is
below 100%, you will be asked to review the data file to determine if you correctly
updated the participant status field and/or included records for all participants served in
2012-13. You will also be given an opportunity to review the data and make the
necessary changes to your data file if you did not meet your funded numbers. If you
determine that the data file is correct, you will be asked to provide an explanation for the
low funded rate.

e (Critical Fields report. Provides a percentage of participant records with “unknown/no
response” for nine data fields that we have determined are critical for analyzing project
and program outcomes. Since “unknown/no response” do not provide usable
information for data analysis, we are asking you to review fields for which 10% or more
of the records have “unknown/no response” and either correct (or update) the data or
provide an explanation as to why the data are not available.

e —
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You will be required to correct data errors in the participant data file and pass the first tier data
checks prior to submitting the APR.

After the initial submission of the APR, the second tier data checks compare the 2012-13
participant data with your 2011-12 data file. If you did not submit an acceptable participant
data file in 2011-12, you are excluded from these data quality checks.

The second tier data checks include the following:

e Match to Prior report. Compares the participants on the 2012-13 APR with the 2011-12
data for your project to ensure that you have included the required participants on the 2012-
13 file. For 4-year institutions this includes all participants in the 2012-13 APR data file
with cohorts between 2007-08 and 2011-12. For 2-year institutions this includes all
participants in the 2012-13 data file with cohorts between 2009-10 and 2011-12. For those
participants for whom you are required to provide information and who are not included in
the 2012-13 will be displayed on the screen. You must add all the student records on this
report to the 2012-13 file and update the data fields for these participants.

e Student Cohort Year report. This report compares the data provided in field #21
(Student Cohort Year) of both your 2012-13 and 2011-12 APR data your project
submitted. Those participants on the 2012-13 data file whose student cohort year (field
#21) is different from the 2011-12 data are displayed on the screen. Please note that
once the cohort year has been established you are not allowed to change it.

2011-12 Prior Experience (PE) Points report. After you successfully submit your APR, the
system will generate a report that shows the Prior Experience (PE) points earned for the 2012-
13 reporting (assessment year). Your PE points are calculated using the student-level data you
submit via the online system for reporting period 2012-13 and are based on your project’s
approved objectives. The Department will not accept any changes to the project’s 2012-13 data
once you have completed the submissions of your 2012-13 APR.

The APR will not be accepted until the participant data file passes both the Tier 1 and Tier 2
edits.

2 Registration for First Time Users

Grantees are required to register on the site before receiving their userid and password. An
overview of the registration process follows. Note: Even if you registered last year, you must
register again in order to access the 2012-2013 APR Website.

Registration Online. In order to receive a userid and temporary password, grantees must
register online via the Register Here Each Year link provided on the index page of the APR
Website. To register, grantees must provide the first and last name of the director, along with
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the e-mail address and the PR number and choose the security questions and answers which will
be used in the ‘Forgot Password’ feature of the web site.

Verification Process. If the director’s last name and e-mail address match what ED has on file,
a user name and temporary password will be e-mailed to the director’s e-mail address. Upon
receipt of the e-mail containing the userid and temporary password, grantees can return to the
APR site and login.

If the project information does not match what ED has on file, a request for verification will
be sent to the program specialist and the help desk. Please note that even long running projects
may fail the registration process due to incorrect names and/or e-mail addresses on file (for
example, the director e-mail address has changed or is misspelled).

Upon receipt of the verification request, the program specialist must verify the identity of the
director and forward a response to the help desk within 72 hours.

Upon receiving verification from the program officer, Help Desk staff will update the
director’s information in the system and notify the grantee to return to the site to register for a
userid and temporary password.

To register, click on the Register Here Each Year link on the left-hand side of the index page of
the SSS APR Web site. The User Registration page is shown below. Enter all of the
requested information then click on the “Submit’ button.

e —
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2.1 Successful Registration

If the director’s information passes the validation process, the following screen displays,
notifying you that the userid and temporary password have been sent to the director:
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2.2 Unsuccessful Registration

If the information you provided does not pass the validations, the following screen displays:

Dwactar's information provded does nod match the recards in the system

Registration Failed

The information you entered on the project director does not match the information on file. The
information on file may not reflect recent changes in the project director and/or e-mail address. An
e-mail will be sent to your program specialist requesting verification of the information you
submitted.

Upaon verification from your program specialist, the Help Desk will contact you using the e-mail
address you prowde below, Please allow 24 hows for verification and a response

You may conlact the Hels Deak for fuher assistance but kesp i rmand that we can nal
discloge usemame and passwords over the phone or withaut further venfication from your Program
Spacialist

i you are & new progect direcior, you must contact your prograrm specialist m addition o
subrmtting the form below

Please enter the following contact information and then click on "Submit" button to process the
verification request with your Program Specialist.

OR
If you want to go back and try again, click the "Go back to registration form" button.

Director's First Mame™
Director's Last Namea®

Arg you & new diractor?™ (O ves BINo

Do you have a new e-mail () yas (5)No
address?”

Provide your current &-rnail
address®

Director's Phane Number

2.9, TH000. 00
Bl
| Submit | [ o back to registration form |
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3 Logging in to the Site

3.1 First Time Login

After you receive the userid and temporary password, enter this information on the index page. You will
be taken to the First Time Login page, which displays below:
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Enter the temporary password provided to you, then enter a new password. Any new password
you enter must be at least eight characters, and include the special characters listed on the First
Time Login page. Enter the new password once again, along with the other requested
information, and click on the “Submit” button. You will be redirected to the index page, where
you will enter the userid and the new password you selected. The screen will be displayed as

follows:
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If an incorrect userid and password combination are entered, you will be redirected to the index
page and an error message will be displayed.

3.2 PR Number Confirmation

If the userid and password are entered successfully, the PR Number Confirmation page
displays:
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Verify that the PR number is correct. If it is not the correct PR number for your institution,
click the “Cancel” button to log out and return to the index page. Ifit is correct, click on the
“Continue” button.
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3.3 Forgot Password

If you forget your password after you have logged in and changed your password from the
temporary one issued to you, you may click on the Forgot Password? hyperlink on the index
page. Projects may now reset their password without having to call the TRIO Helpdesk for
assistance. Upon registering, projects will be prompted to provide answers to two self-selected
security questions. These security questions will need to be answered if a project forgets their
password in order to have your password e-mailed to you. The following page displays:

1555 Online

i T
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FagE
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Cantait Hulp Dew | 555 APE | 555 AP Wb S Teg

Once you enter the information in the above screen and click ‘Submit’, the following screen

appears. You have to enter the answers for the Security questions.
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4 Navigating through the Site

Upon entering the site, the Section I — Project Identification, Certification and Warning and
Project Required Services page shown will be displayed:
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To navigate between sections I, II, Standardized Objectives Report or the Review and Submit of
the APR, click on the individual tabs at the top of the screen titled accordingly. The section
name highlighted in light blue is the current Section. All other sections will have a dark blue

back

The grantee’s PR/Award number and name are displayed on the upper left side of the screen.

Eaws i go o ek sRcAER Maer

ground.

On the upper right-hand side of the screen are five hyperlinks:
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The Report Problem link allows grantees to report a specific problem with the site to

the Help Desk;

Contact Help Desk allows grantees to generate an e-mail message to the Help Desk

requesting assistance;

The SSS Instructions link takes grantees to the Department of Education (ED) site’s
Student Support Services page where the APR instructions and participant record

structure can be found.

The SSS APR Web Site User Guide allows the grantees to download a copy of the user

guide.

The Log Out link logs the grantee off the application and returns to the index page.

November 2013



These links are also provided at the bottom of the screen, as are the Section tabs.
Once you have completed a section, click on the “Save and go to the next section button. All
sections have validation edits for certain fields that will prevent users from submitting their file

if a response is not provided.

The “Reset” button will erase any unsaved values entered.

5 Section II — Record Structure for Participants
The SSS Online Data Collection Tool assists grantees in submitting the required information on

current and prior participants served during the project year. To access Section II, click on the
Section II tab at the top of the screen to go to the main screen.

When Section II tab is clicked, the following screen displays as follows.
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Grantees should have both the SSS APR instructions and the Record Structure document in
front of them before beginning this section. Both documents are available via the hyperlinks (in
blue) on the Section IT page.
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Beginning with the 2010-11 APR reporting period, projects were required to include, on their
APR data files, all of the participants that were served in the timeframe needed to calculate prior
experience (PE) points. Therefore,

e 4-year institutions must retain student records for a period six years, which means that
in addition to new participants served in 2012-13, grantees must include all project
participants whose student cohort year is between 2007-08 and 2011-12.

e 2-year institutions grantees must retain student records for a period of four years,
which means that in addition to new participants served in 2012-13, grantees must
include all project participants whose student cohort year is between 2009-10 and 2011-
12.

5.1 Getting Started with Section Il

e Click on the “Getting Started’ button to begin or continue with the participant data
collection process.

The Section Il — Record Structure for Individual Participants Getting Started screen displays:
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Wi highly ecommend thal you dowslead last year's §le because you may nead thes Ele b ensune thal all of B econds fhal
et b be o your XIT2-13 APR data Ale am o the dk
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i
Upload an Excel File to the Web Data Entry Form
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The four options for starting the submission process are:

= Download an Excel file of the 2011-12 SSS APR data file; update the file and then
upload the file directly to the Web form.

= Upload an Excel/CSYV file directly to the Web form.
* Transfer last year’s data submission to the Web form and update/add records online.

= Enter Participant Data directly into the Web form.

Note: The participant social security numbers (SSNs) have been removed from the Excel files
containing last year’s data. This has been done for security purposes to better protect the
personal information contained on the data file and prevents inadvertent misuse of information
provided by the Department. However, the participant data file you prepare for the 2012-13
APR and upload should include the SSNs of all participants, as this is the primary identifier
used to match participant records across project years.

Once the file has been downloaded, you will then need to update the prior year’s data and if
required add records for new participants. After revising the file, you will then return to the
Web site and upload it as an Excel spreadsheet or CSV file.
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If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly to the Web form for updating or entering the
participant data directly into the Web form.

5.1.1 Continue Participant Data

The system detects whether you have already begun the data collection process and provides
you with the additional option to Continue. If this is the case, after clicking on the “Getting
Started’” button on the main Section II page, you have the option of continuing with your data,
or you can use any of the other options (e.g., download, upload, etc.) available. Please note that
the Continue option only appears after logging back in, that is, after initially beginning work on
the data and logging out of the system.

Please see below for a sample screen showing the Continue option:

Section M - Beoord 51 re Aot Indbadosl Panickpants

G i} Stariad

The wob-based anfirs dats cobecban Tpstoes condany fowr ol ions tor slarting yoor dala sl san Facess

an Excel fle af the 21812 555 APR data fle
an Evcell5W fle divsctly o she Wiek fam
i i dala Sihivesseon 10 Tha Wiat fimn and updiie s asd racerds iedin
dhracity inho th Wik foem

. * ¥ ¥

Continue Participant Data

Cisr racoeds indicala that you sterted the paticpent ol cellection process. To conlinue working on yaur petcpant dala
Ehik tha “Coamrae” butlon

Diewnload Last Year's Data to an Excel File
Vo reay oilaim laat years dala moan Euced spreadskaet tor edding on your deskiap

Owce you hive campialed Ba partecisant dald Tle you must 2o (hie 18 30 e Excel sgreadihes of § comima delimnad
lerrral with "™ sxlemuiin, then wpléad the @8 uiing thé "Uplesd s Excél Fim o the Wab Dats Entry Fomm™ luselion

By chiekimg on P "Dismidoid Dala® Bullon he aysiam sl ganecils the padiopesia’ dids e bom the 2011-17 APR dala Be
and thik scieen will b rabeghad ja ahiw a bnk 10 s dala Re

Wia Inghly racammnesil el yoo desnioed lasl gaars Gk Decauie pos may raod fae Bk 1e dniuis Thet el of The e o tha
nesd 10 he an your 7313 APR dels lle e an Lhe s

SSS APR Website User Guide 20 Computer Business Methods, Inc.
November 2013



Upload an Excel File to the Web Data Entry Form

Fand o uglosd s peui Wi, smilp e the M hes (hs Saime et fambee snil coquentg of Selde and thal Do et
mdditinreid eletans of Fakls wems made ar spetifed in SECTION | RECORD STRUCTURE FOR FARTICIFANTS (8, a
yabd upload e shogld hies 38 colurmins)

Flasdu use The Brresd huflie be sefact (s Fe o type The Bl neee and desclony sath nthe ox below The gadicpenl data
die muser o2 inan Evcel spresdesae o § comma deimasd forma with “ose™ esmenzinn Thes chck on the “Upioad Fie
tastian 1o processd

Fie 1o Ugload [(Eowae |

Transfer Last Year's Data to the 'Web Form

The 2 1-12 Pedeigant Dals aubmisted o8l yewr = avafalia To sl lesl pescs dals 0 B welb dats enirg m for
pnine dets enlry, chok the “Tranedsr Defs”™ bution

Plania nals: Laid yrar's Sala msy comlsm s wkich the weh oo sl dieaday Yiou el b resiesil 10 camee sl s

pnorin sebmething

Enter Mew Farticipant Data

Yau may enter Bta indiideal paricipanl dats directly oo the web dats entry fmme Click the “Bdd Mes” Butlan

The padicipantis” Firsl and Last Mame, D0E, 55N, and Sluden! Cobad Year must be the ssme a3 thase thal appes n the

A3 555 AFH

To continue working on your participant file, click on the “Continue” button to proceed to the
Section II - Record Structure for Individual Participants Review Participant List and
Data Error Report (Table View) screen. See Section 5.2 of this document for further
information on this screen.

5.1.2 Download Last Year’s Data to an Excel File

This option allows you to download last year’s data as an Excel file for updating offline -- either
as an Excel file or by importing into an existing database application (e.g., ACCESS).

This file will include the fields required by the 2012-13 APR. Grantees that did not submit an
APR for 2011-12, can download an Excel spreadsheet template with column headers. To
download last year’s data file, click on the “Download Data” button. A blue hyperlink file
(example: P042AYYXXS9 2011 12.xls) will appear on the screen. To open the file, click on
the hyperlink.
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To save the file to your desktop, right click using your mouse and select the “Save Target As”
option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.
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You can then open the file on your desktop using Excel and update the data. Once you have
updated the information, return to this page and select the “Upload” option to continue with the
APR submission. Alternatively, you can click on the file name hyperlink to open it, and then
save it to your desktop.

5.1.3 Upload an Excel File to the Web Data Entry Form

This option allows you to upload the 2012-13 file in an Excel spreadsheet format or as a CSV
file. A CSV file is a comma delimited text file in which each field is separated by a comma.
Most databases can covert a file to either CSV format or as an Excel spreadsheet. Instructions
for creating a CSV file are available via the What is a CSV file? hyperlink on the page.

To upload a file, use the “Browse” button to select the location (on your desktop) of the file you
want to upload. This function works like the File-Open command used when opening a
Microsoft Office document. After selecting the file to upload, click on the “Open” button. The
file name and path will be displayed on the screen. Click on the “Upload File” button to
proceed.
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An uploaded Excel file should contain all 36 fields required by the APR, in the order specified.
New grantees should follow the order specified with the column names as outlined on the
record structure document. If the file you uploaded meets these requirements, you will proceed
to the Review Participant List and Data Error Report (Table View) screen. See this
document’s Section 5.2 for further information on this screen.

If your file does not meet these requirements, a screen displays, similar to the following,
outlining where the problems with your file occurred:

’ $SS Online

by W P Crovtucd Help Dk | 855 AFTL ) §55 APH Wb Sis Losi Gaide
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Click on the “Go Back” button to return to the Getting Started screen. You must correct any
errors displayed on this screen before proceeding. Return to your spreadsheet (or other
application) and correct any errors, then return to the Section II — Getting Started screen to
continue with the upload process.

5.1.4 Transfer Last Year’s Data to the Web Data Form

The 2011-12 Participant Data submitted last year is available. To transfer last year's data to the
web data entry form for online data entry, click the "Transfer Data" button.

Last year's data may contain errors which the web tool will display. You will be required to
correct all errors prior to submitting.

Click on the “Transfer Data” button to proceed to the Review Participant List and Data
Error Report (Table View) screen. See this document’s Section 5.2 for further information
about his screen.
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5.1.5 Enter New Participant Data

This option allows you to enter participant data directly on the Web form. Click on the “Add
New” button to proceed to the Web form as shown below. The participants’ First and Last
Name, DOB, SSN, and Student Cohort Year must be the same as those that appear in the Tier
1A file. If you are a newly funded project, please disregard these instructions.
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See Section 5.3 below for further information about this screen.

5.2 Review Participant List and Data Error Report (Table View) Screen

Grantees who selected the Continue, Upload, or Transfer options on the Getting Started
screen will proceed to the Table View screen shown below. This screen lists the participants in
the file, the total number of participants in the file, any formatting or value errors, any data
validation errors, and provides a printable report of those errors.
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Twenty-five records display on each screen. To view additional students, click on the Prev or
Next links on the right corner of the screen.

The Table View screen is sorted by Data Validation Error. You may click on the other column
headings to sort in a different order. The only columns by which you may not sort are First
Name.

To view a participant’s record, click on the Last Name hyperlink. This will direct you to the
Web form where you can begin to either enter new information or update the participant record.

To delete a participant record, in the Table View screen, click on the “#” image in the “Delete”
column for that participant.

To delete a participant record from the individual participant screen (web form), click on the
“Delete” button located next to the SAVE button on the bottom of the screen.

To add a participant record in the Table View screen, click on the “Add Participant” button at
the bottom of the screen. This will direct you to the Web form where you can begin to enter
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information for the participant. See Section 6.3 of this document for further instructions about
the participant data Web form.

To search a participant by last name, first name or SSN, enter the name/SSN and click on ‘Search’
button. If you want to see all the students on the screen, click on ‘Display all Students’ button.

To generate a printable report of the errors on the file, click on the Printable Version — Participant List
Report link on the right side of the screen.

The screen displays three types of errors: (1) invalid data format/values; (2) data validation
errors; and (3) soft check validation errors (Message). With the exception of the soft check
validation errors, you must correct invalid data format/values and data validation errors before
you will be able to submit the APR. The number in the column represents the field that
contains the error.

e An invalid format/value error occurs when the data field(s) for the participant record
includes a value(s) other than one of the “Valid Field Content” options provided in
column 4 of Section III of the APR. To correct these types of errors online, you may
click on the Last Name hyperlink and then enter a valid option or text, if applicable, in
the identified data field(s).

e A data validation error identifies data fields that are in conflict with data you provided in
another data field. By clicking on the Last Name hyperlink, you will see an error
message that explains the error. This message will appear in red below the participant’s
SSN. You may then correct the data online.

e A soft check validation error represents validations that should be checked for accuracy;
the data, however, may be correct. If correct, the data would not need to be changed.

If there are a large number of participant records with errors, grantees can correct the data
offline and upload a corrected file. To obtain a download of the file, which will contain any
updates the grantee has entered, click on the “Download Participant Data” button under the
participant list. After editing the data offline, grantees should return to the Section II — Getting
Started screen to upload the revised file. See Section 5.1.3 for further instructions on
uploading a file.

Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors hyperlink at the top of the page. This link will

provide you with valuable information about navigating the site.

Grantees can click on the Back to Top hyperlink to return to the top of the page and edit
participant records.

5.3 Web Data Entry Screen

Grantees can access the Web data entry screen by:
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* Selecting “Add New” on the Section II - Getting Started screen.
» Clicking on the Last Name hyperlink for a participant (on the Table View screen).

The screen is shown below.
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Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors link at the top of the page. This link will
provide you with valuable information about navigating the screens.

The participant data has been divided into four sections/tabs - Personal, Enrollment,
Academic/Degree/Persistence and Financial. The Web form displays the participant’s name
and social security number, if provided, on the left side of the screen, below the tabs. The
current screen is highlighted in light blue, while the other sections remain dark blue.

o To navigate through the sections and view the data provided in each section, click on the
Personal, Enrollment, Academic/Degree, or Financial tab.

o To make changes to any field for a participant, use the pull-down menus provided, or
enter text as appropriate (e.g., Last Name).

e To save changes, click on the “Save” button or click on another tab.

e To delete a record, click on the “Delete” button.
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e To reset the data after making changes, without saving, click on the “Reset” button.

o To go to another participant’s record, click on the Next or Previous link.

e To return to the Table View screen, click on the “Back to Table View” button at the
bottom of the screen.

5.3.1 Duplicate Social Security Numbers (SSN)

If the system determines there are duplicate social security numbers in the file, a screen similar
to the one below will be displayed. You will be required to fix the error before returning to the
Table View screen.
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To change the SSN for a participant, click on the Last Name hyperlink and change the SSN on
the Web data entry form. If the participant record is a duplicate, you can click on the “#”
image in the “Delete” column to delete the record. Once the duplicate SSN error has been fixed
for the applicable participants, clicking on the “Back to Table View” button will display all
participants.

6 Standardized Objectives Report

After completing Section II, grantees will view their Standardized Objectives Report.

Description
In this section, the approved number of participants to be served (funded number) and the project
objectives for your project for this grant award cycle (2010-2015). This information was retrieved
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from the approved “Student Support Services Program Profile” of the application package
as provided by the project.

Navigation
Users can go to this page by clicking on the “Standardized Objectives Report” tab on top. The
following screen will be displayed:
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7 Review and Submit (Tier 1)

To begin the APR submission process, click on the Review and Submit tab. The sample page
displays below. An explanation of the two-tiered system required for submission is included on
the page. Your APR is not considered complete until you have finished the entire process for
evaluating the participant data.
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To continue with the APR submission, click on the “Start Submission” button at the bottom of
the page.
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7.1 Review and Submit — Step 1

The Review and Submit — Step 1 screen will be displayed as shown below. Grantees must
complete both sections and pass all validation checks in order to proceed with the APR
submission.

Green check marks display for those sections that have been completed and have passed the
data validation error checks. The pink “®”s display for those sections that are NOT complete.
To return to a section to complete it, click on the appropriate section tab at the top of the screen.
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When both sections are complete, the Review and Submit — Step 1 screen displays as shown
below, with green check marks next to each section indicating it has been completed. To
proceed with the APR submission, click on the “Continue” button.
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7.2 Review and Submit — Step 2 Cohort Comparison Report
The second step of the Tier 1 process is the Cohort Comparison Report.

The following screen displays:
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7.3 Review and Submit — Step 3 Funded Rate and Eligibility Status

The third step of the Tier 1 process is the Funded/Served Rate Report and Eligibility Status
Report. The following screen displays:
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The Funded Rate and Eligibility Report compares:

e the number of current year participant records on the data file with the number of
participants the grantee was approved to serve in 2011-12,

e the number and percent of participants who are first-generation and low-income, and

e The number and percent of participants who disabled and disabled and low-income.
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If your funded rate is below 100%, you will be asked to review certain aspects of your data.
You will also be given an opportunity to review the data and make the necessary changes to
your data file if you did not meet your funded numbers. If you determine that the data file is
correct, you will be asked to provide an explanation for the low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and
low-income, and/or students w/disabilities including students with disabilities who are also
low-income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income” is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants”, are coded in field 22 asa 1, 2, 8, or 9.

The screen below displays information on the project’s funded number, two-thirds, and one-
third disabled and low-income requirement. Also displayed is the list of current participants
included on your file and their eligibility status. Current participants are those participants who
have been coded as 1, 2, 8 or 9 in the Participant Status (field 22) and coded asa 1, 2, 3,4, or 5
in the Eligibility Status field (15).

To change the participant or eligibility status of a participant, click on the Participant’s Name
hyperlink to return to the Section II Web form (shown below) and update the Participant Status
Code (field 22) and/or Eligibility Status (field 15).

e —
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Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served” button to return to the Funded Rate Report screen. Click on the “Continue”

button to proceed.

If the Funded-to-Serve rate is still too low, you must either continue to correct the participant
data or provide an explanation in order to proceed with the APR submission. A grantee may
have a calculated funded rate below the established range in some circumstances. In these
situations, you can provide an explanation for the discrepancy between the funded number and
the number served. You can type your explanation in the text box provided at the bottom of the
screen. A project is not required to provide an explanation if they do not meet their two-thirds
and/or one-third eligibility requirements.
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Step 3-Funded Rate and Eigibily Stelue Table and Currént Paricipants Report
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Click on the “Submit Explanation and Continue” button to proceed.
7.4 Review and Submit — Step 4 Critical Fields Verification Report

The next step of the Tier 1 process is the Critical Fields Verification Report. The Critical
Fields report provides a percentage of participant records with “unknown/no response” for nine
data fields that have been determined as critical for analyzing project and program outcomes.
Since an “unknown/no response” does not provide usable information for data analysis, we ask
that you review fields for which 10% or more of the records have “unknown/no response” and
either correct (or update) the data or provide an explanation as to why the data is not available.

If no explanation is required for the Critical Fields, the following screen will be displayed.
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Click on the “Continue’ button to proceed.

If an explanation was entered on the Funded Rate Report, the screen will be displayed noting
that TRIO will review the explanation (as shown on the screen below):
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If the file contains at least one critical field where 10% of the responses are unknown or have no

response, an explanation box on the screen indicating that the data must be corrected or an
explanation should be provided.
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To change a participant’s record, click on the Section II hyperlink to return to the Section II
Web form. Once you have made the necessary changes on this screen, click on the Review and
Submit tab to resubmit your data.

If any of the nine Critical Fields still has 10% or more unknown/no responses, you must either
continue to correct the data or provide an explanation in order to proceed with the APR
submission. You can type your explanation in the text box provided at the bottom of the screen.

Click on the “Submit Explanation and Continue’ button to proceed.

7.5 Review and Submit — Step 5

In the next step of the Tier 1 process, you can obtain a copy of your APR and Section II data for
your records.
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Cantinus with the Review and Submit Process

To obtain a hard copy of the APR, click on the Display Report PDF hyperlink under the
“Obtain Annual Performance Report PDF” heading. The report will display as a PDF image.
Adobe Acrobat Reader is required in order to view the file and can be downloaded from the
Adobe site via the hyperlink on this page.

Once the PDF report displays, select “File-Print” from the menu to print the report or click on
the printer image.

To obtain an Excel file of the 2011-12 data file, click on the “Download Data” button. A blue
hyperlink file (example: P042AYYXXS9 2012-13.xlsx) will appear on the screen.

To open the file in your browser window, click on the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.

Once you have printed a copy of the APR for your records and downloaded the Excel data
version, you can click on the “Continue’ button to proceed with the Review and Submit
process.

7.6 Review and Submit — Step 6
In this final step of Tier 1, you can submit your APR.
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To submit the APR, click on the “Submit’ button.

7.7 Review and Submit - APR Submitted Screen

The APR is not considered complete until the participant data passes the second tier data
checks. If the checks show no further revisions are necessary or you are a new grantee, the

APR submission process is complete.
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If the Section II participant data does not pass the Tier 2 checks, you must revise and resubmit
your Section II within one week. A screen similar to the one below will display:
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Please note that any changes to the participant data file, the participant data error report and the
Tier 1 and Tier 2 data quality reports will be run again. If there are additional data errors, you
must correct these prior to resubmitting your APR.

Click on the “Continue’ button to proceed to Tier 2 and view the Match to Prior and New
Participant Reports and review further instructions for resubmission.
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8 Tier 2 - Submission Verification Reports
The second tier data checks include Match to Prior report and Student Cohort Year report.

8.1 Match to Prior Report

The Match to Prior report compares the participants on the 2012-13 APR with the participants
on the 2011-12 APR to ensure that grantees have included in the APR all the participants on the
2011-12 data file that fall within the required cohorts.

Those 2011-12 participants not included on the 2012-13 file are displayed on the screen. To
include a participant for 2012-13, click on the individual checkbox then click on the “Update
2012-13 file” button. To add all of the participants listed on the current page click on the
"Check All on Current Page" button. Once you have clicked on the "Check All on Current
Page", you must click on the "Update 2012-13 file" button.
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Mateh to Priar Report
Thiz report compares the paticipante on your 200313 APH wilh Tha 200 1-12 daia fe To ansure B yvou ko incloded in yaul
APH &l parietgants a6 the JIT1-17 davs fle thal Bl silon 1he ragquesd eabes. TRaes parlicipante that ers el s haded pR pegr

201 APR b wemre onoyeur 201012 file are dsplayed below

Miain raffEss airse] el iy W 00 312 W8 @ slugend whio they Knds @ sncidy o thar 2012-13 APH, Oflen limeg,
ihis pooars whan an earkes your's iecamd for & sludent does nel mabch fhe 2010 213 second becouse he tafier has a change m
SEN, dula of bath, o Segd Sndlar lssd mame The Depatrend saks geanless mol 16 chenps idardilpiog dala o eudenls frome
SEN, wrd dale of tarih) repoded o the 2081-12 dala fle. esn § i mfomnaton s foond o hove enoie. For the saka of
penigdancy B dika malching, i & el citsal # o sydsnts reosnd has mesipelings or &h mistcuraie S5 ag long & the
mfrmatan remans the sese fom o t2 year Please do not add back 3 stodest lested i the 200112 fie f vou bofiess 1 =il
el o b reeaidy Iar ang Sludidl @ g | Suphcate] inflassl, change e sledlifping data tor tha diidinl 19 melcl the @ala m e

1412 i

Hurw in resdnie stpden! records o your 2012173 APR ke To tesloee sy peiopents hiled belrw be pour 072413 APR file,
chick ihe bo aiipned wih the siudest’s name; Ben chelk “Updaie 201213 fte * To add all of the students o oace, chok *Check
Al pn Caprand Pags” Bakpe clcking the "Lipdae® bos. Qace pou hive sedloesd recoeds to gour J092-13 APR Bs, plésde updids
ol dala fields for tho cludan

Trey Pape | ™ ofE

Total participants In 201112 not listed i the 201213 submission: 108

[ Patparl Noame Sredenl Cohoet Yo Chagk &k oa Camnrl Fags |
1 Ai1=1d &

01-12

A01-132

H001-12

W011-12

Xi1-12

B9 U & Wk

SSS APR Website User Guide 47 Computer Business Methods, Inc.
November 2013



i 0 &
10 2101 1 ]
i1 A0t112 [
12 X1-12 o
13 X11-12

14 A011-12 &
1% 201112 il
16 a01-12 8
1 FiLE] F]
18 201112 ]
1% xni-1z —

B
=

Hpdatn D015 R |

Froy  Page ! 1 30 alB
.m Online
T P Cantiid Hila Dwak | 555 APF | 555 &P Wak Shie S Gaida

FAAbmaid Hambi: Pl iergs
Wi il Dlartig:  Flackhest Lirmatiyy Calleni

Tier 7 Subiriaslar Veaficyien Hepis

Bmich b Price Meport
| Tra wet sgpeicaca reap (ks repe wha b cormuaes iba padw panie oo jke O 10 AFA dois B oy ikee g1 fes 70110
cisin e ip araa thad o) ot rrialed ol pEa s ipaes g P J10-TT P ew T2 0D s s bae passsd frés dwis
wlcams Pases cick Tmivee

Castiid Help Desk | 555 2P0 | 555 AP0 Wak SHa Bsai Gabile

8.2 Student Cohort Year Report

This report compares the data provided in field #21 (Student Cohort Year) of both your 2012-13
and 2011-12 APR data your project submitted. Those participants on the 2012-13 data file
whose student cohort year (field #21) is different from the 2011-12 data are displayed on the
screen. Please note that once the cohort year has been established you are not allowed to change
it.

If all participants' student cohort year data (field #21) on your 2012-13 data file matches the
2011-12 data file, no Cohort Year Report is produced. A screen such as the one below will
display:
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Click on the “Continue” button to proceed to the next step.

8.3 Cohort Comparison Report (Tier 2)

Once all the participants have been included in the MTP file or the cohort year has been
updated, you will continue to the Tier 2 Cohort Comparison report. At this point, the system
will run all reports again and will include any updates or revisions made resulting from the Tier

2 changes.
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8.4 Funded Rate and Eligibility Status Report (Tier 2)

Funded Rate report displays the number of participants your institution was funded to serve, the
number of current students included on your file, and your funded-to-serve rate. Also displayed
is the list of current participants included on your file. Current participants are those
participants who have been coded as 1, 2, 8 or 9 in the Participant Status Code field (field 22).
The total number of current participants should be equal to or close to the number your
institution has been funded to serve.
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The report compares the number of current year participant records on the data file with - the
number of participants the grantee was approved to serve in 2011-12, the number and percent of
participants who are first-generation and low-income, and the number and percent of
participants who are disabled and disabled and low-income.

If your funded rate falls below 100%, you will be asked to review the data file to determine if
you correctly updated the participant status field and/or included records for all participants
served in 2011-12. If you determine that the data file is correct, you will be asked to provide an
explanation for the high or low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and
low-income, and/or students w/disabilities including students with disabilities who are also
low-income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income” is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants”, are coded in field 22 as a 1, 2, 8, or 9.

To change the status of a participant, click on the Participant’s Name hyperlink to return to the
Section II Web form (shown below) and update the Participant Status Code (field 22).

e —
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If the rate does not fall within the established threshold, you will need to verify the participant
status code for each of your participants.

If the rate is low, this may indicate that not all participants have been included on the file or that
some participants have been misreported as prior participants.

If the rate is high, this may indicate that some participants have been misreported as current
participants.

To change the status of a participant, click on the Last Name hyperlink to return to the Section
II Web form and update the Participant Status Code (field 22) and any other fields as necessary.
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Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served’ button to return to the Tier 2 Funded Served Report.

Click on the “Continue” button to proceed to the Tier 2 Critical Fields Verification Report.

Click on the “Submit Explanation and Continue” button to proceed to the Tier 2 Critical
Fields Verification Report for Tier 2.
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8.5 Critical Fields Report (Tier 2)

The Critical Fields report provides a percentage of participant records with “unknown/no
response” for nine data fields that have been determined as critical for analyzing project and
program outcomes. Since an “unknown/no response” does not provide usable information for
data analysis, we ask that you review fields for which 10% or more of the records have
“unknown/no response” and either correct (or update) the data or provide an explanation as to
why the data are not available.

If an explanation was entered on the Funded Rate Report, it will be noted on the screen under
the “Tier 2- Funded Rate Report” heading. Otherwise, the number of students funded to serve,

the number of current students reported, and the funded-to-serve rate will be displayed.
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If the file contains at least one critical field with 10% or greater of “unknown/no response”, an
explanation box will be displayed on the screen indicating that you must either correct the
response or provide an explanation.
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To change a participant’s data, click on the Section Il hyperlink to return to the Section II Web
form.

You have the option of changing the data by using the Last Name hyperlink for each participant
listed. You can also click on the “Download Participant Data” button to download the file and
edit offline. Once the changes have been made, you can upload the file using the “Upload File”
button. See Section 6.1.2 for further instructions on how to download a file and Section 6.1.3
for instructions on how to upload a file.

Once you have made the necessary changes, either online or by editing offline, return to the
Tier 2 reports by clicking on the “Go back to Tier 2” button. The following screen displays:
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Click on the “Continue” button to proceed through the data quality checks. For each screen,
you must do one of the following before proceeding to the next screen: (a) meet the established
threshold; (b) update or revise participant data to meet the requirements; or (c) provide an
explanation as to why your file does not meet the established threshold.

The following screen displays when the APR is successfully submitted:
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The APR has been successfully submitted. No additional revisions are required. An e-mail is
sent to the project director and, if provided, to the data entry person entered on Section 1.

To view the hard copy of the APR, including the Section I signature page, click on the
hyperlink “P042AYYXXS9 2012-13 final.pdf’. The APR will display as a PDF.

Adobe Acrobat Reader is required to view PDF files and can be downloaded from the Adobe
site via the hyperlink on this page. Once the PDF is displayed, select “File-Print” from the
menu to print the report or click on the printer image.

To download an Excel version of the 2012-13 data file, click on the “Download Data” button.
A blue hyperlink file (example: P042AYYXXS9 2012-13 final.xlsx) will appear on the screen.

SSS APR Website User Guide 57 Computer Business Methods, Inc.
November 2013



To open the file in your browser window, click on the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option. Select a location on your desktop (e.g., My Documents) to save the file.

Upload Section I signature page:

Click on the ‘here’ hyperlink for a printable version of the signature page of Section I. After you have
obtained the signatures, please upload this page in the APR site. TRIO help desk will verify that the
document you uploaded is a signed copy of Section I of your APR and will contact you via email if there
are any problems with the document you uploaded.

Click on the “Log Out” button to end the session and return to the SSS home page. No further
revisions to your file can be made.

8.6 Prior Experience (PE) Points Report (pdf)

After you successfully submit your APR, the system will generate a report that shows the Prior
Experience (PE) points earned for the 2012-13 reporting (assessment year). Your PE points are
calculated using the student-level data you submit via the online system for reporting period
2012-13 and are based on your project’s approved objectives. The Department will not accept
any changes to the project’s 2012-13 data once you have completed the submissions of your
2012-13 APR. The report is shown below:

e —
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.5 Department of Education
Ofice of Postsecondary Education Federal TRIO Prograums
Studdent Support Services (355) Progrom
Individual Prior Experience (PE) Points Report
1012-13 Reporting {Assessment) Year

PR/ Award Number: |
Grantee:

State: TX

Sector: Public 4-Year

First Funded m FY 2010: Mo

Introduciion

The Pricr Expenence {PE] poants eamed for the 2012-13 assessment year were awarded an the basis of serving
the approved number of studenis and mesting or exceeding the project’s approved objectves. The Department
calenlated the PE points wsing student-level data as reported m the project’s 2012-13 annual performance report
(APE}). For a summary of policies and procedures for assessing a project’s prior expertence and the formulae fou
caleulatmg PE points, please see the Appendix.

The Department will not accept any changes to the projest’s 2012-13 APE data after the APR 15 subnutted

A project that served less than 90 percent of the number of students the project was himded to serve mn 2012-13
irefer to Funded XNumber m table below) 15 not ehmble to eam poants for any of the PE critenia i this assessmer
vear (see 14 CFR 846 22(h)).

To be eligible 10 cam PE pomts for the attaiment {degree) eriteria, & project st have submutted an APR. for the
year in winch the cohort was established. A project first funded m 2010-11 is not eligible to eam PE powmts for

thess watteamn w il 20012-13 asoevansul yea,

Summary of PE Scores for 20012-13 Assessment Year
Maximum
Points Approved Actual FE Fointy
PE Criteria Allowed Rate Attained Rate Earned
Persistence 4 E5% 7% 4
Genod Academic - =y
S 4 B5% BT% 4
1
Bm > 4 20% 10% 0
Number of Participants Number of Percent
Funded Namber 3 Funded to Serve Participants Served  Served 3
75 541 196%
Total Points 15 11
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PR Award Mumber:
Crraitee: '

Sinte. TX

Secior: Public 4-Yea

Fusa Funded i FY 2010; No

Funded Nimber

The Funded Number Craterton 15 based on the project having served the approved funded mumber of parcipants.
To enm PE poanis, the netunl aunber served anist be equal 1o or greater than the ausaber of pamicipant the projéct
was funded to serve. For a detaled desenption on how thas cntervon was ealenlated, pleass wze the Appendix,
under “Ham: f5 the Funded Nuwmber Criterion Calculated

-F;nﬁ ]"i_ullhn* t&mim?w IHEH PE:!.HHMI'T\'HI’
Mazhmim Polmts Allowed: 3
Mumber of Participanis Funded 1o Moumber of Participanis Percent PE Poinis
Serve Served Served Enrmed
175 %41 |95 3

Prrixtenoe

The Persistence Rate for a 4-year mstitution 15 defined as the percentage of all parmcipants served by the 555
project in the reporting vear who eirall at the granfee mstitution in the fall rerm of the next academic vear or
graduate with a bachelor's degree during the reporting year.

The Persistence Rate for & 2-year mstinutions is the percentage of all participants served in the reporting vear wiho

enrcll at the grantee mstinetion in the fall tenm of the next academic year or graduate with an associzte’s degree or

receive a cerfthicnte and/or transfer oo a J-vear fo o d-year mstitution by the fall rerm of the next acadenuc year

For a detniled descrption on how the rate was caleulated. please see the Appendix. under “How is the Persistence
Rate Calealated

Note: The Actual Persistence Bate 15 calculated based on the greater of the mumber of parbcypants fimded 1o serve
o the nnmber of participants weroed

2012-13 Prior Expevience (PE) Assessment Soore:
Persistemce
Alazimmm Polwic Albowed: 4
Number of Mumber of Approved Actual
Participants Fumded Participants Mumber Peristence Persistence | PE Points
te Serve Served Persdsted DHajective Hate Earned
F o] 54l 473 &3% E7% 4
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PR/ Award Mumber;
Cradibes:

Cinte: T

Secton Public 4=Year

First Fuasded i FY 2010; Ne

Good Academic Standing (GA5]

Good Academic Standing (GAS) is defined as the percentage of participants served by the 555 project who mer
the performance level requured to stay m good ncadenue standing ot the gmntee mantution. For a detailed
descnption on how the rate was ealeulated. plense see the Appendix. wiader “Hew o5 the Good Acadennc
Sranding Rate Calewlared?™

Note: The Good Acadenne Standmg Rate v caleulated based on the greater of the nunber of parnapants hnsded
to serve or the mamber of participants served munus any new summer participants ssrved by the project that did not
eam ¢ollege credit. If applicable to your project. the Numbers of Participants Funded to Serve and the Number of
Participants Served shown ln the table below do not inclnde the mew surumer participants that did oot eam college

eredit,

2012-13 Prior Experience (PE) Assessiment Score:
Geood Academic Ehndl.trg [GAS)
H-h- A.Illmﬂ: a
Mumber of Participanis Mumber of ‘Itmbﬂh Approved GAS Actal PE Padnis
Funded to Serve Participants Served AR Ohbjective AL Bate Earned
275 541 470 B5% ET% 4

Bachelor's Degree Attafnent (d=-year instiititions)

Bachelor's degree attainment is defined as the percentage of new partictpants served m the Cohort Year who
graduate with a hachelor's degree within s reporhing years. For a detailed desenpiion on how ihe rate was
calenlated, please see the Appendix, nader “How is the Bochelor s Degree Attainment Rate Calewlnied?™

Motet Tf voarr pragect was Gt fesded an 200 0=11, the progeet 15 not eligable to eam PE points for this aatenon.

200 2-13 Prior Experience (PE) Assessment Score:
Bachelors Degree Armalnmens
Maximum Points Allowed: 4
Womher nf
MNumber of Participanis Approved Aciual Bachelor™s FE
Cohort | Participantsin | Attaining Bachelor's Bachelor's Degree Attainment | Polnts

Wear Lok Diegues Dregree Objfective Rate Lavmed

2708 & 41 20%% [0% 0
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